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Agency Division/Unit
Maryland State Police Administrative Services Bureau
ltem ‘
No. Description Retention
This action establishes the records retention and disposal
schedule number 971-10.
10-01 LEOBR HEARING BOARD DOCUMENT FILE

This file contains personnel orders and pre-hearing documentation
relating to scheduling of Hearing Board cases. It also contains
chronological data detailing information and requests from defense
counsel and prosecutarial personnel, rulings on motions and
Hearing Board reports. Reports/files are filed alphabetically by
name of the MSP sworn personnel whose case has been referred
to the LEOBR Office.

Retain all case files in the LEQOBR Office
for three (3) years after the Hearing Board
was convened and rendered a decision
on a case and a case is considered
closed, then forward to the Records
Management Center for an additional 27
years retention, then destroy.

Approved by Department, Agency, Division or Unit Representative

Date:

Signature: — OJDQ/Z&WM/M /ﬂ\'}f/

Type Name: _Carl Banaszewskl

Title:

Schedule Authorized by State Archivist
APR 0 9 1997

February 25, 1997 Date:

Director, Planning & Research Division
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INSTRUCTIQNS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
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¥1TH RECORDS RETENTION SCHEDULE
(DGS s550-1)
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RECORDS MAMNACEMENT DIVISION
72753 WATERLOO RQAD
P.O., BOX 275
JESSUP, MARYILAND 20794

AGENCY RECORDS INVENTORY
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| . DEFARTMENT /AGENCY
Maryland State Police

2. DIVISION
Administrative Services Bureau

3. UNIT

DEFINITION -RECORD SERIES-,

A GROUP OP" REIATED RECCORDS NORMALLY WwlLED
RKF‘ERENCZ 78 WELL AN RETENTION AND DISMFOS[{TION PUBPOSES

AND USED AB A UNIT FOR

4. RECORD SERIES TITLE

LEOBR Hearing Board Document File

5. EARLIEST YEAR/LATEST YEAR
19%) To Present

IN FHE SERIES.
lo -0}

This file contains personnel orders and pre-hearing documentation

| retating to scheduling of Hearing Board cases. It also contains

chronological data detailing information and requests from defense
counsel and prosecutorial personnel, rulings on motions and
Hearing Board reports. Reports/files are filed alphabetically by

" name of the MSP sworn personnel whose case has been referred

BRIX BCRIAK HE B OF INFORMATION/DOCUMENTS ORME PMFOUN
6. RECORD SERIES DESCRIPTIoN (DRIXFLY DE THE T / TE/r °
INCLUDK THE PFURPOBE OR FUNCTION OF THE SEPTEK)

to the LEOBR Office.

. 7. RECORD SERIES FORMAT(S) 8.
X LETTER SizE O MICROFILM

-0 LEGAL s1zE O chPLm:R TAPE O NUMERICAL
0 pouND BOOK [ FLOPPY DISK
0 AUDIO TAPE O VIDEO TAPE

O OTHER({SPECIFY)

RECORD SERIES SEQUENCE 2.

)(A.LPHAE‘.TICAL

0 CHRONOLOGICAL,
a cEOGam—ilCAL

0 OTHER({SPECIFY)

VOLUME

M FiLE DRAWER( S )

O MICROFILM REEL(S)
0 cOMPUTER TAFPE(S)
0 OTHER(SPECIFY)

-

3

NUMBE

ANNUAL ACCUMULAT ION

O FILE DRAYER(S)

O MICROFILM REEL(S)
RGHBEER 0 COMPUTER TAFE(S)

10.

a OTHFR[{SPECIFY )

{1 yE8, ci17Tx LAwW(s) & rEGULATION(E)

1. rFiLE 1S usED 12. FILE BECOMES INACTIVE AFTER
O paAlLY WEEKLY O MONTHLY - ) 0 MoNTH(S) ¥ YEAR(S)

13. CURRENT LOCATION(S) [BLDG.,FLOOR,ROOM) 14. 1S RECORD SERIES DUPLICATED ELSE¥WHERE?
1201 Reisterstown Road » b YES, SPECIFY AGENCY OR OFFicE)
Exectitive Bldg. Pikesville Md 21208 o yes X no

15. ACCESS RESTRICTIONS g vEs Xno 16. AUDIT REQUIREMENTS

XNONE O STATE 0O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 Yxs;b:?l_.AlN

BRIEKFLY AKD DESCRIBE ANY HARDWARE/ EOFTWARE )

DYESXNO

18. RECCHMMENDED RETENT ION

Retain allCase files in the LEOBR Office
for three (3) years after the Hearing Board
was convened and rendered a decision
on a case and a case is considered
closed, then forward to the Records
Management Center for an additional 27
years retention, then destroy.

19. NAME AND TITLE OF PREPARER
Thomas L. Vondersmith, Jr.

Dept. Records Officer

20.

(410) 653-4253

TELEPHONE NUMEER

21. DATE

Feb. 25,1997

DGS 550-4 [REVISED 2/87)




